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Date: _________________________





Prerequisites: Entrance in the Medical Assisting Program

Corequisites: ________________________

Instructor Information:  


	Name
	

	Office
	

	Phone
	

	Email
	


Required Text:  



Ramutkowski, B. et al, Administrative Procedures for Medical Assistants,


2nd ed. McGraw-Hill, 2005

Course Description: This course introduces medical office administrative procedures.  Topics include appointment processing, written and oral communications, medical records management, filing systems, maintaining the office environment, patient orientation, and safety.  Upon completion, students should be able to perform basic administrative skills within the medical office. 

Course Content:

I. Oral Communication

II. Using and Maintaining Office Equipment

III. Using Computers in the Office

IV. Managing Correspondence and Mail

V. Managing Office Supplies

VI. Maintaining Patient Records

VII. Managing Office Medical Records

VIII. Telephone Techniques

IX. Scheduling Appointments and Maintaining the Physician’s Schedule

X. Patient Reception Area

XI. Patient Education

Objectives:

1. Give examples of effective communication strategies with patients.

2. Discuss ways to establish positive communication with coworkers and supervisors.

3. Describe how the office policy and procedures manual is used as a communication tool in the medical office.

4. Describe the types of office equipment used in a medical practice.

5. Describe a warranty, a maintenance contract, and a service contract, and discuss the importance of each.

6. Maintain an equipment inventory.

7. List and describe common types of computers.

8. Describe computer hardware and software components and types of software commonly used in a medical office.

9. Discuss the selection, care, and security of computer equipment for the medical office.

10. Identify the types of correspondence used in medical office communications.

11. Compose a business letter.

12. Describe the process of handling incoming and outgoing mail.

13. Describe supplies used in a typical medical office and their proper storage.

14. Discuss systems for tracking and maintaining inventory.

15. Follow procedures for ordering supplies, checking the supply order, and paying for the supplies.

16. Explain the purpose of compiling patient records.

17. Describe the procedures for creating and maintaining patient records.

18. Explain how to correct, update, and release a medical record.

19. Discuss the equipment and supplies needed for the various types of and the benefits of each filing system.

20. Describe the filing process and the steps taken in locating a misplaced file.

21. Describe the various file storage options and the criteria for determining whether files should be retained, stored, or discarded.

22. Effectively manage incoming telephone calls.

23. Explain the basics of the Health Insurance Portability and Accountability Act.

24. Describe the procedures for placing outgoing calls.

25. Maintain an office appointment book including setting up a system and scheduling appointments that are outside the medical office.

26. Describe how to schedule appointments that are outside the medical office.

27. Discuss ways to keep an accurate and efficient physician schedule.

28. Maintain a patient reception area.

29. Summarize the OSHA regulations that pertain to a patient reception area.

30. Describe how modifications to a reception area can accommodate patients with special needs.

31. Discuss the necessary techniques for educating various patients.

32. List educational resources that are available for use in the medical office.

Professional Objectives:

1. Demonstrate self-discipline and positive attitude by being in class, being on time, being prepared for class, and by handing in assignments on time in a neat and professional manner.

2. Demonstrate good listening skills by participating in class discussion, problem solving, and by following verbal instructions.

3. Demonstrate accuracy by following directions explicitly when completing assignments.

Methods of Instruction: Lecture, class discussion, projects, role-play, case studies, and computer exercises.

Policies:  

Attendance:  Absences can seriously affect grades.  The maximum number of classes missed is 2 days.  Any additional absences, tardies, or early departures will result in a grade of F for the class. There are no excused absences.  Students are responsible for all information missed while absent from class.  This includes any changes to the schedule that might occur.  When a student is 15 minutes late for class, it is an automatic absence.  Please note 3 tardies (under 15 minutes) or early departures are equal to an absence.

Grading Scale:

93-100 = A

85- 92 = B 

77- 84 = C

70- 76 = D

69 or below = F

Assignments and Tests:

Unit Tests (5 total)

40%

Homework


5%

Professional Objectives
5%

Competencies


20%

Project



10% 

Final Exam


20%


Homework:

Homework will be turned in at the end of each unit.  It should be typed, double-spaced, and in 12-point font.  Each student is required to keep a portfolio of each completed competency.  The competency portfolio will be turned in on the day of the final exam.

Professional Objectives:

Students will be evaluated by the instructor as to their professional attitude, cooperation with coworkers/peers, and confidence.  A daily professionalism grade will be earned for each class period based on the professional objectives.  In addition, each homework assignment and the project will earn a professionalism grade.

Project:

Each student will create a patient teaching pamphlet based on one of the following topics:

· Foot care for patients with diabetes.

· Allergy proofing your home.

· Preparing for a colonoscopy.

· Special diets.

· Lowering cholesterol. 

Additional topics may be used with prior approval from the instructor.  

The pamphlet should be created in a word processing program using a minimum of two graphics.  It should be either bifold or trifold and should have a professional appearance.

The student must present the information to the class and will be graded according to the following:

· Accuracy of content



25%

· Depth of content



25%

· Format including grammar and spelling
25%

· Presentation




25%

Academic Integrity: Students must maintain the highest standard of individual honor and integrity in their work.  Students are expected to do their own work in this course.  This includes, but is not limited to, homework, papers, written reports, tests and exams.

ADA Compliance:  Students with a documented disability or who think they may have a learning problem should contact the Office of Services for Students with Disabilities.  Instructors will provide the reasonable accommodations upon the advice of the Office of Services for Students with Disabilities.

Schedule: 
	WEEK
	UNIT
	TEXTBOOK REFERENCE

	1
	I
	Oral Communication
	Chapter 4

	2
	I
	Continued
	Chapter 4

	3
	II
	Using and Maintaining Office Equipment
	Chapter 5

	4
	III
	Using Computers in the Office
	Chapter 6

	
	
	Test 1 Units 1 – 3
	(Last day of week 4)

	5
	IV
	Managing Correspondence and Mail
	Chapter 7

	6
	V
	Managing Office Supplies
	Chapter 8

	
	
	Test 2 Units 4 & 5
	(Last day of week 6)

	7
	VI
	Maintaining Patient Records
	Chapter 9

	8
	VII
	Managing the Office Medical Records
	Chapter 10

	9
	VII
	Continued
	

	
	
	Test 3 Units 6 & 7
	(Last day of week 9)

	10
	VIII
	Telephone Techniques
	Chapter 11

	11
	IX
	Scheduling Appointments
	Chapter 12

	12
	IX
	Maintaining the Physician’s Schedule
	Chapter 12

	
	
	Test 4 Units 8 & 9
	(Last day of week 12)

	13
	X
	Patient Reception Area
	Chapter 13

	14
	XI
	Patient Education
	Chapter 14

	
	
	Test 5 Units 10 & 11
	(Last day of week 14)

	15
	
	Project Presentations
	

	16
	
	Final Exam
	Chapters 4 - 14
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